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Using Your Spam Filter 2

Microsoft Forefront Online Protection is the university’s spam filtering system for
employee email. The system filters out junk mail, including potentially harmful email,
from your Exchange (Outlook) email account. All Exchange (Outlook) users have
spam filtering already installed. Follow the instructions below to access your spam
email, so you can periodically check to make sure no legitimate email has been

caught by the filter.

If you need help using Forefront, contact the HelpDesk at 852-7997 or

helpdesk@louisville.edu.

Setting your password and signing in

You must assign a password to your spam email system the first time you access it.
You can get to your spam email by clicking on the link to your spam in the reminder
notice periodically sent by your spam filtering system, or you can go directly to the

link anytime at https://guarantine.messaging.microsoft.com.

To get to your spam email through the reminder notice, click on the Spam
Quarantined Reminder Notice email:

= MEIDaX

Mame Subject
E4 <MITC2 Good Morning
B4 <MITC2 Good Morning
< <spamag

Date
Saturday, March 14, 201
Sunday, March 15, 2009
Sunday, March 15, 2009 10
BC Monday, March 16, 200¢

SR

Spam Quarantine Reminder Notice
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Click on the link to https://quarantine.messaging.microsoft.com inside the email

message.

File Edit View Actions Tools Accounts Window Help

' 3L Close QReply - QForward - % - &Ej} {@j E n o ﬁ.. Q

Mail | Properties || Personalize | Message Source |

From: <spamqguarantine @ouisvile.edu> Sunday, M
Taoe Jhoslien, Sharon A
Subject: Spam Quarantine Reminder Motice

—

Dear sawheel1@louisville.edu:

The Spam filtering system automatically removes messages that look like junk mail, also known as spam.

This is & reminder to check your quarantine for legitimate mail. You do not have to delete this mail manually, Messages left in the Spar
i MEeE qele : Orice mail is deleted from this quarantine it cannot be retrieved. Please ao to

tips: /fouarantine. messaging. micresoft. com Yo validate your quaranting only contains unwanted mail,

at you conduct periadic checks of your Spam Quarantine to prevent losing legitimate mail.

It's recommende

For more information, please read the Spam Quarantine help page at https: /fdocushare Jouisville . edufdeweb [Get/Document-

25121/ Uofl +5pam+0uarantine+Instructions 2.doc

e o

If that does not answer your questions or you need additional assistance then please call our HelpDesk at 502-852-7997 or send an ¢

spam@louisvile.edu

Click the Need your password? link to set up your password:

> Forefront
* Online Protection for Exchange

Sign in:

User name:

Pazsword:
Meed your password?)| Change password

Copyright © 2011 Microsoft Corporation. Al rights reserved.
Privacy | Legal
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Using Your Spam Filter

Type your full Exchange (Outlook) email address into the User name field

(userlID@exchange.louisville.edu) and click Send.

= Forefront
" Online Protection for Exchange

Enter your user name {e-mail address) to receive instructions about how to set or
reset your password,

User name:  hmlync)1@exchange louisville_edu

Copyright © 2011 Microsoft Corparation. All rights reserved.
Privacy | Legal

An email will be sent to your Exchange (Outlook) email account. Open Exchange

(Outlook) and then open the email titted Password Change Confirmation.

V% M| From Subject

4  [Date: Today

-4 Hayley M Lync
1  exmailer@micr.. Password Change Confirmation

Comm Planning-Delegated

-~  Burris, PRIl T EEKEY P ACTIVITT

Click the link inside the email.

P
= I Password Change Confirmation®iiessage (Plain Text) we—— A P
essage - @
— — . = 3 ~
By1gnore x . 2 . E . 2 Bl Meeting (23 01To Do £33 To Manager 53 [ Rules i ;;E a& #A Find -\% @
- 5 Team E-mail + Done L= ] onettote . 12 Related -
. Delete | Reply Reply Forward —1| Move Mark Categorize Follow = Translate Zoom Add to
& Junk Gh B More - | | Reply & Delete 7 Create New = 2 [ Adions = | Unread < Up- , [t select~ Erna
Delete Respand Quitk Steps Move Tags 0 Editing Zoom | Evemote
From: exmailer @microsoft.com Sent: FriB/19/2011 9:24 AM
To: 8 Lynch Hayley Marie
e
Subject: Password Change Confirmation

&

To Set your password, go to https://sts.messaging.microsoft.com/Security.mvc/ForgotPassword ?email=hmivnc01%
Oexchange.louisville.edu&ts=634493570218546852&Token=2aa9bb11c078ch35dbc8349c46f20f1f81b6425696b1ecl d33b5dbad726498b6&Return URL=%2f Default. aspx%3fwa%3dwsigninl. 0% 26wtrealm%3dhttps

\ 253a%3252f%252fquarantine. messaging. microsoft.com%26wctx%3drm%253d0%2526id%253dpassive 2526ru%253d %2525 2fMain.aspx %26wct%3d2011-08-19T13%253a21%253a477 and follow the directions on the

~

e,

e in error, please contact your administrator for additional assistance.

If you think you have i
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Type your Exchange (Outlook) password into the New password field. Type it again

inside the Confirm new password field and hit Submit.

I,-"F Micronofts
7 Forefront
“  Online Protection for Exchange

Set your new password,

User name:  hmlync01@exchange louisville edu

Mew password: seeseseses

Confirm new password: sessessssss

Copyright © 2011 Microsoft Corparation. All rights reserved.
Privacy | Legal

You are now logged in to your spam filter mailbox.
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Using Your Spam Filter 6

Changing Your User Options

To change how many messages appear per page in your spam mailbox, click on the
Options button at the top right of your screen.

u =X

Subject Expire=s Received (UTC)

r.com> Save 20% on Grammar and Proofreading Skills Mar 25, 2009 Mar 10, 2009 8:12 AL

Click the Messages Per Page drop-down button and select the number of email

messages you wish to display on each page.

Messages Per Page

— 5
V| 100 | +]

To change whether you receive email reminders to check your spam mailbox, check
or uncheck the Send Notification? box.
x|

Send noﬂc&tk}n?
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Using Your Spam Filter

Click the Save button to retain the changes you made in the Options menu.

Username

hmhtyncOl@gwise.louisvile. edu

Recovering Non-Spam Email

If you find an item in your spam filter mailbox that you need, you can recover the

item and send it to your Exchange (Outlook) mailbox.

Click in the checkbox to the left of the email you want to recover.

K. Move to Inbox fig; Not Junk ' Delete | £ =

&= 1 W [] From Subject
= @ red Pryor Seminars” <customerservice@em.pryor.com> Microsoft Excel Chi

| L_| "Fred Pryor Seminars" <customerservice@em.pryor.com> Criticism & Discipli

=] |:| "Fred Pryor Seminars" <customerservice@em.pryor.com> The Women's Coni

Click the Move to Inbox button. The email will be sent to your Exchange (Outlook)

account.
|Ty|:ue here to search | @

I T Move to Inbox I} Not Junk . Delete |

g2 40 [ From
(=4 "Fred Pryor Seminars" <cu

<1 [ "Fred Pryor Seminars" <cL
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If you notice certain legitimate emails are consistently being filtered from your
Exchange (Outlook) mailbox, you can tell your spam system to stop filtering these

emails from your inbox.

Click the checkbox to the left of the email that you want to recover, and click the Not
Junk button, to the right of the Move to Inbox button. The email will be sent to your
Exchange (Outlook) account, and your spam filtering system’s administrator will be

notified that the item is not spam mail.

Deleting Spam Email

Email is automatically deleted from your spam filter mailbox after 15 days. You can

also delete email messages manually from your spam mailbox.
Click in the checkbox to the left of the email item that you wish to delete. Click the

Delete button, to the right of the Not Junk button. The email will be deleted from

your spam mailbox and will not be sent to your Exchange (Outlook) mailbox.
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Changing Your Spam Filter Password

You should change your spam filter password regularly to keep others from
accessing the mailbox. To change your password, go to

https://quarantine.messaging.microsoft.com and click Change password.

- Forefront
" Online Protection for Exchange

Signin:

User name:

Passwaord:

Meed your passward{ | Change passwaord

Copyright © 2011 Microsoft Corporation. All rights reserved.
Privacy | Leqgal

Enter your User name (userlD@exchange.louisville.edu) and your Existing

password. Now type a New password, and then re-type it in the Confirm new
password field. Click Change.
User name:  hmlync01@exchange louisville edu
Existing password: sesssssses
Mew password: sseseses

Confirm new password: sessssss

(Crense D

Your password will be changed and you will be directed into your spam mailbox.
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Logging Off of Your Spam Mailbox

Click Log Off at the top right of your screen. Close your browser to complete the

logging off process.

:_J Options @

A

Expires Received (UTC) Size

pring seminars! Apr 2, 2009 Mar 18, 2009 1:40 PM  29.6 KB
or New Managers and Supervisors Apr 2, 2009 Mar 18, 2009 4:56 AM 25.6 KB

Apr1.2009 Mar 17. 2009 12:02 PM 25.6 KB
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